CTAP System Training Guide

How to Access Confidential
Compliance and Technical Assistance
Program (CTAP) Services
Through:

—access — )
(A INDIANA |



https://www.in.gov/access/
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Indiana Department of Environmental Management

Protecting Hoosiers and Our Environment Since 1986

Purpose

IDEM established this guide to help the
public understand how to navigate the
Access Indiana portal in order to
request confidential CTAP services.
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Using Access Indiana

New users of the Access Indiana portal will need to sign up for an
account, which includes creating a profile and password. Once
they have an account, they can log in, complete their requester
information, add interested parties, request confidential CTAP
services, send files related to their case, send comments, and
invite case collaborators to view or respond to their request.
Instructions on how to sign up for an account and navigate Access
Indiana are provided in this guide. Logon instructions for existing
Access Indiana users are also provided at the end of the guide.

CTAP staff will process requests submitted through Access
Indiana using a confidential, internal CTAP portal that is part of
the state of Indiana’s private interface on Access Indiana.
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How to Sign Up for an Account

1. To sign up for an account, go to Access Indiana and click on
“SIGN UP FOR YOUR ACCOUNT.”

& > C & ingov/access/ a #«+ 6 :

it Apps

Access Indiana Getting Started Available Services FAQ & Help

—access — |
|EINGTANA |

A SINGLE LOGIN & PASSWORD FOR YOUR INDIANA
SERVICES

Access Indiana is a portal that allows citizens to use one login and cne password (single sign-on) te access multiple services from the

State of Indiana.

The login is a safe and secure way to easily sign-in to a variety of applications. There will be a growing catalog of services that use
Access Indiana as the login,

Access Indiana is a streamlined and simplified way for citizens to interact with state government.

1. D
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How to Sign Up for an Account (cont.)
2. Enter your email address.
3. Click on “Send Verification Code,” and a code will be delivered to
your inbox. It may take up to 5 minutes to receive the email.
& C & accessingov/signup/ w O

’INQO_V ISITH STV Access Indiana - Portal About Getting Started Available Services FAQ & Help

&+ Sign Up: Email

Verify your Email Address to create your Access Indiana Account.

@ —access— i
oy INDIANA

Sign Up for Access Indiana

1. Enter your email address and a code will be delivered. This
may take up to five minutes.

2. Check your email in a new browser tab or window. Do not
leave this page or the code will not work.

Sign In Instead 3. After receiving the code, enter and proceed to setting up a

password and entering your personal information.
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How to Sign Up for an Account (cont.)

Open a new browser tab or window and check your email. Do not leave
the “Sign Up” page or the verification code will not work.

4. Type the code into the “Verification Code” field (or copy it from
your email and paste it into the field).

5. Click on “Continue.”

verrication Loae

4. 590119

Last confirmation sent on September 8th, 2020, at 11:50 am.

;. TS

':: Cancel :]( Resend Code )
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How to Sign Up for an Account (cont.)

6. Create a new password and type it in the “New Password” field.

7. Type the password again in the “Confirm New Password” field, and
click on “Continue.”
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How to Sign Up for an Account (cont.)

8. Enter the profile information, which includes your first name,
middle name, last name, phone number, and organization name.
Middle name and organization name are optional.

9. Click on “Create Account.”

e e |
&* Sign Up: Profile

A First Name A Phone

8. | ~ —access —
R EZINDIANA
First name is required. s o ) ‘
| rererr= ] 8) Organization Name @ Sign Up for Access Indiana
(Optional) (Optional)

1. Please enter your full middle name, not an initial for it.

A ast Name 2. We use your phone number in Two-Step Verfication if you choose to opt-in for
added account security.

3. If this will be a business account, please identify the company that this account
will be related to in Organization Name.

Cancel
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How to Sign Up for an Account (cont.)

10. If you want to add an extra layer of security to your account,
enable two-step verification by clicking on “Continue.”

11. If you do not want to add an extra layer of security, click on
“Skip This.”

e+ Sign Up: Two-Step Verification

Make your account more secure by entering a unique code in addition to your password every time
you sign in.

Enable Two-Step Verification? O —3CCess — F
INDIANA

Verification codes can be sent to your phone number with a text message or voice call, or to an email

address in your profile. Please ensure that the number is correct: Two-step verification adds an extra layer of security to your account

Phone Once enabled, whenever you sign in you'll need to enter both your password and also a verification code.
(317) 6569260 This verification code will be sent to your phone with a text message or voice phone call or it can be sent

to your email address.
10.
1 1 ‘ skip This
L]
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How to Sign Up for an Account (cont.)

12. If you enabled two-step verification, select how you want to
receive the code now and in the future.

13. Click on “Request Code.”

Once you receive the code, type it in the “Verification Code” field and
click on “Continue.” You will be asked to sign up for a recovery email.
If you wish, you may choose to skip that step.

e+ Sign Up: Two-Step Verification

Choose how you want to receive your verification code

By phone:
~ —access — |

12. cmese260 @1ext O voice EZ INDIANA
By email: Two-step verification adds an extra layer of security to your account.

Once enabled, whenever you sign in you'll need to enter both your password and also a verification code.
This verification code will be sent to your phone with a text message or voice phone call or it can be sent
to your email address.

O dis@toast.net

13.

Cancel ) skip This
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How to Find the CTAP Portal on
the Access Indiana Dashboard

1. When you reach the Access Indiana dashboard,
click on “View All Services.”

'INQO_V £ INDIANA " Access Indiana - Portal

() Be prepared! Remember to Add a Recovery Email!
- prep Y © Your Profile

() Add More Security with Two-Step Verification Email:

Phone

To update your profile info, primary email address, add a recovery
email address, or password, follow one of the links below.

A Bookmarked Services

You currently have no bookmarked services.

Click on a bookmark icon to add one! < Changs Profile ) *
1. View All Services :
|
Change Password ‘

=) Sign in to Recently Used Services
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How to Find the CTAP Portal on
the Access Indiana Dashboard (cont.)

2. Type CTAP in the “Search Services” field, or click on the right
arrow and navigate to the CTAP tile.

3. Click on the CTAP tile.

ACCESS INDIANA SERVICES

2. Search Services page: 1/2 G © E =

3.
~eF

Compliance and Technical
Assistance Program

Indiana Department of Environmental Management

s s

Indiana Unclaimed Property BMV Online Scheduler Quick Quote Public Safety Portal

Attorney General's Office Bureau of Motor Vehicles Bureau of Motor Vehicles Department of Homeland Security
Helping Indiana businesses one step at a time

@ Get Information ® Get Information © Get Information @ Get Information

Travel Advisory Campground Reservations Fish & Wildlife Ginseng Indiana
Department of Homeland Security Department of Natural Resources Department of Natural Resources Department of Natural Resources

O Get Information O Get Information O Get Information @ Get Information
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How to Submit a New Request
for CTAP Services

To submit a new request for CTAP services, navigate to the drop-down menu in the upper right.
Click on your name and select “Profile.” Most of the profile information will automatically
populate the “Requester Information” section that you will complete next.

JIN.9QV Department of Environmental Management # | Support~ | CTAP- | Laurie -

Home = CTAP f

Compliance and Technical
Assistance Program

Indiana Department of Environmental Management

By entering infermation into this portal, you are requesting confidential regulatory and technical assistance from the IDEM Compliance and Technical Assistance Program as indicated in Indiana
Code 13-28. It is understood that such assistance will be held in confidence as required by Indiana Code 13-23-3-4.

To file a complaint, please call the IDEM Complaint Coordinator at 800-451-6027 Cption 2 or submit online.

To report an environmental emergency, call IDEM’s 24-Hour Emergency Spill Line toll free at (888) 233-7745 or (317) 233-7745.

Open Cases All Cases Closed Cases Search E Create New Case

Estimated
Case Number Request Title Company Name Status Created On Assigned to Response Date

CAS-01573-PeP1R2 Test - 0908 Big Farm Business Submitted 9/8/2020 8:46 AM Laurie Mann 9/15/2020 (E4
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Fill in Requester Information Section

In the “Requester” tab:

1. Fillin any “Contact Information” that did not auto-populate from
your profile.

2. Fillin the “Request Title and Description.”

New Request

1 Hequester 2 Resguesten Company 3 Regulsted Progiams 4 Site ViR 5 DuocwimeriElion 6 Summniar

Requester Information

2y entenng mhomabon ke the portal. you are regeesong conhcerbol megulaiony and Sechmecal azasiancs trom the IDEM Comphancs and Technecal Aszsiancs Program as indicabted in
no@ana Code 13-28 Riswnderstood 1hat such assistancs wall be hekd in oonfcence as requines by indiana Coge 13-29-3-4

To §k & complaint, pleesa cal 1he GEM Complaint Coordinabor &t 302-451-502 7 Option 5 or sulbm iz cnlin

T repart sn smeronment sl ameEmgercy, cal I0EM = F4-Hmr Emargence SEil One ol fres st [BOE Z33-77a% 00 317 233-Tres

1 o Contact Information

Salutation Soreet Address 1
Kir. TEI Bearth ermain o
First Manwe ™ 1 Strect Address 2
Han,
Last Mame = Street Address 5

Sharaya

2. Request Title and Descnption
Roquest Tide =

Manager

Request Desorigtion *

my Chens 15 clcsing fhe r'“-'l-':\.'l
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Fill in Requester Company Section

In the “Requester Company” tab:
3. Fillin the “Requester Company Information.”
4. The system will automatically assign the ZIP code from your profile.

New Request

1 Bequester oF 3 Requesksr Company Fesgululen 1 Sils L
o B ' Sp—— i
Requester Company
3. Requester Company Information
Campany Maime Campamy Role
Strect Address 1 ity
2]
Stroct Address 2 County *
o
Strect Address 3 Stabey Frowimoe
a|
Camapasy Emall Zip Cade
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Add Interested Parties

In the “Interested Parties” section, you can keep track of contacts.
Your contacts will not automatically receive an email. To add a contact:

1. Click on “New Party.”
2. Fill in the fields under “Genera
3. Click on “Save.”

|II

Interested Parties
1 Mew Party
Mamesg =00 Buzness Phone Maobile Fhone Emnail Address Rrguesrt Created Gn
(& Create *

2. General

First Name * Last Name *
Email Address Company Name
Mobile Phone Business Phone
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Delete or Edit Interested Parties

If you want to delete or edit an interested party, click on “Delete”

or “Edit” in the drop-down menu located on the far right of the
person’s name.

Interested Parties

New Party

Full Name 4 Business Phone Mobise Phone Email Address Request Created On {
heystal Wagnes ovagner@idunningey  CAS-01428-J1G5M3 3024/2020 928
aur veagneridening 24 LCPJ'

oM
Crelul=

kot
Letale

A State that Works
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Select Regulated Programs

In the “Regulated Programs” tab:
1. Start by clicking on the down-arrow for Section A. Air (on the right).

2. Select the appropriate regulated programs for air that apply to your request for CTAP assistance. If certain programs
do not apply, leave the applicable drop-down arrows as “None selected.” If you want to add additional information,
type it in the “Air Other Description” field.

3. Repeat the same process for Section B. Water and Section C. Land.

4. |If you do not know the regulated programs, select the drop-down arrow for “Section D. Other” and type your
comments or concerns in the “Other Description” field.

New Request

1 Requester 2 Requester Company 3 Regulated Programs

Regulated Program

Section A. Air 1. V¥

Asbestos General Air Permit Assistance

General Air Compliance

lone selected - None selected ~

NESHAP Type Air Other Description

3. Section B. Water A
Section C. Land A
Section D. Other 4. A
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Select Regulated Programs (cont.)

In “Section E. Industry Type,” fill in your North American Industry
Classification System (NAICS) code or your Standard Industrial
Classification (SIC) code. If you do not know your NAICS or SIC code,
click on “NAICS/SIC Search.”

Section E. Industry Type

Fallow the link below to ook up your code:

—

T

HAICS Codae FIC Coda

Section F. What environmental requirements or permits does your facility have?

Air Permit Fighrt-to-Know Reporting
b Mane seinnd -

Water Permit Hazardous Waste Gererator
w Mane selected =

SPCC Plan Storage Tanks
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Select Regulated Programs (cont.)

Enter keywords describing your operation in the “NAICS Search” or
“SIC Search” field. Click the applicable search button. Follow the
instructions to get the code.

NAICS & SIC Identification Tools Need Help?
_> (Lmer Keyword(s) NAICS Search Q Whatare you Searching for? *
G {hoose One. v
_> (me Keyword(s) * SIC Search Q

by
NAICS CODE SIC CODE COMPANY NAICS
DRILL-DOWN DRILL-DOWN LOOKUP TOOL LOOKUP HELP
Data Services & Products
Business Lists
) = ) @ Data Appends
NAICS CODE LIST: Click Any Two Digit NAICS Code to Drill Down Further Data Append AP!
NAICS & SIC Manuals
Number of Business
Code Industry Title =
Establishments
11 rcult K try. Fichi d Hunti AT NAICS & SIC Code Resources
Agriculture, Forestry, Fishing and Hunting ‘ P
b el 22009 NAICS & SIC Crosswalk
22 Utilities 46,245 History of NAICS & SIC
NAICS Lookup Help
23 Construction 1,490,099
Erequently Asked Q's
31-33 Manufacturing 637,810 2017 NAICS Changes
42 Wholesale Trade 697,359 NAICS Code List
4445 Retall Trade 1,794,062 $1¢ Codo Lixt
High Risk NAICS Codas
4B-49 Transportation and Warehousing 583,529
51 Information 358,572

Additional Resources

— 52 Finance andinsurance 282705 EreetdarketProfiles
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Select Regulated Programs (cont.)

Navigate to Section F. and select what environmental permits and/or
requirements your facility has. Then click on “Next.”

Section F. What environmental requirements or permits does your facility have?

Air Permit Right-to-Know Reporting
—> v None selected ~
Water Permit Hazardous Waste Generator
_> v None selected «
SPCC Plan Storage Tanks
v MNone selected =

Previous Next
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Schedule a CTAP Site Visit

If you would like to schedule a CTAP site visit, please fill in the
requested information.

Haire = Mew Regisest

New Request

1 Kequester »F 2 Roquester Company «F 3 Regqulated Programs oF EESETSATCTEE 5 Couurnenbation B Summary

Are you regquesting a Site VWisit? If yes, check the box below.
M Site ¥isit Requested

Please provide any special instraction that will albow an efficient arrheal.

ropped by the gate Mo 2

‘Whst kind of Perronsl Protective Equipment (PPE] is meedesd for the site wisit?

r-1.1:-§.|
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Schedule a CTAP Site Visit (cont.)

Please list four environmental issues of mast concem to your business

Enviranmental |ssie 1

SO0 WaAET

Environmental Issue 2
s il
Envimonmerrtal lx=ue 3

Freon

Enviranmertal 1ssuc 4

air pei s

Dees your facility have 8 pollution prevention program i place?

'] b4

Wh Is resporsible for the prograns?

¥

Has your facillity had an intermal audit of baen inspectad by IDEM Compliance staff recently?

Mg o
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Add Documentation

You can add files (e.g., photos, documents) to your request for
CTAP services. Click on “New Folder” to create a folder, and
then click on “Add Files” to add files to the folder.

New Request

1 Brquester o« ? Requestar Company o 4 Requlntend 'ragrams «F 4 SiEn sk o m S Sy

Documentation

File size limit: 250mik

& A Tikes I Mew folder

Thiena ane ng fakdars or Niles 1o display,

sl m
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Add Documentation (cont.)

To delete files, click on the down-arrow in the lower right.

New Request

1 Eequester < A Remquestsr Company 3 Begulatend Programe & 4 Reniar oF 1 Danmentahon 5 Sumrmany

Documentation

File size limit: 250miz

o |
All = Hani

Mame 4 W odirfied
e M lciete ‘

Cymecsruany swabches trrm HH001S hilabiepedt 124 2y Irss Fhan & minute 5o | Gﬂ

.IIL.-..I:-I..- m
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Acknowledge All the Disclaimers

On the summary page, please read through all the disclaimers
and click on “Submit.”

DISCLAIMERS

Ihe undersgnea, oo behalt of the Company, requests ©

omphanoe ard lochrecal Assstance
'8-3-4 vnch pro

onhacnnal requiztary and techmical assistanoe froen the IDEM C

Program as mchicated in 1C 15-28. 18 6 understood that such assstancs will be held in canbdanne as requared by Indians Code

"Ingairies made 10 the prograen aod actiwties and doouments of the po am that identify of gescribe an individoal Tacility o cperations are confidental

DAC health or ervdroniment exisis, Informaticn concening Inquines, actwvities and documents of tThe peogram that

i and immediate danges Lo the p

an iredmdual iy or hors may not be made available for uze by the other diveons of the department without the cansent of the

Soament.”

reoe who made the Inquiny, garizipated in e activity o providod 1h

Ihes soowes wall ne proskien and theee 15 o abi AP et

will Lo puovivied wperaling dats and other sudk aloen

cenilinh arpd will Do Desied gs such wnder ¥

mans regarding comphianze wah reguiations enfo come fram the Commussicoss or the personis) who the

> o

compiance. Ay Interpratatian of erwironmental requeements provicad by CTAP employs

Mlease be agnised that all iral oe e by IDEN myas

e rot Deen

Lamemt e has dee hc suthanty termine olance. CTAP empk ated specific authority ta de

15 Hmited By the indormaton avallatla to the ¢ ompioyes and

v 1y not be

is intended == general guvioe only, Such interpretations sre aot bindng on IDEM, Ansvess providad do not constiuts ndemaking by IDEM
i ¢ in euuny, by ary person Fingl complisnioe determinglions issoed by
thanroad desanan

refed uporn Lo crsate 3 ight or benehl, sub provedural, enforc=stil
1M must bo nowrting and apporued By the Cammissionss o tha Cam

Click "Previous” to edit this request, if needed,

N
~

By clicking "Submit” you are acknowledging all disclaimers above.

V'

B
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Filter and View Your Cases

You can filter and view cases relevant to your company by selecting
“Open Cases,” “All Cases,” or “Closed Cases.” To view different parts
of a case, click on a case number.

o A

Complnce e fechrical

Annstaros Frograrm

e s e F e S aome

By entaring imfamation intd ths podal. you ane regessing oonlidental regulaian snd technical aesinancs Trom e IDEM Compliance and Technical Asziclance Prodran as indicated in Indans
Come 13-, H e understond that soch ssestanoes will be beld in conlcie~oe as raqured by Ircians Soce 13-73-1-d,

To ke & complaink, please call the SEM Complaing Coordinsbor a7 200-451-5027 Opbion 3 of submit oobng.

o rop ol sy, cal (DEMYS Z4-How Emangoncy SEilons bal oo ot (=38 233-7745 orl3 17 235-TTAS. [
'y

Chosen] Cames Seandd a | m

Estimsated
\ Caze Mumber Reguest Title Company MName Ctxtus Createsd On Azzsigned to Responze Date
CAS-IA20- 1G53 [T T BaMI CODEIES WL R LA R i R ahd Hari Sharaya .
CAS-0T402-MINEHT Felr. Bl Rrwer Inc S ibimitlec 0302020 330 PR Hari Sharaya 035 0 .

AN VAT RO R AR [l 5] Iram FRL LA 1O PR SRR 3
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Add Case Collaborators

You can add case collaborators to allow other team members
associated with you to view and edit your request, depending on
which Access Level you assign to them:

* Owner:
The collaborator has full access to the case and can add other
owners to the case, edit all parts of the case, send portal
comments, and add attachments.

e Editor:
The collaborator can edit the case, send portal comments,
and add attachments, but cannot invite collaborators.

e Read-Only:
The collaborator can only read the contents of the case. They
cannot edit anything in the case, send portal comments, or
add attachments.
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Add Case Collaborators (cont.)

To add a case collaborator, click on “Add Collaborator.”

'INgﬂ Department of Frvironmental Management Support - | CTAR - | Mani -

Fame = {TAF = CAS-01428-11 G5M3

Wim £ = jrroe
[ L e —cnmra]
Case Collaborators Summaries & Recommendations
q Ak Callabsrsio Dite Created
[ Tithe Regarding +*
Contact 4 Aocess Lovel Aocess DHsabled
There are ra records 1o display.
There ane g reconds to display
Survey Requests
[
Attachments Status 2
File size limit: 250mb Farm D 4 Roasan Fasrm Hame Form Link
o Al Tiles [ TN Y
Mame 4 Wodified Theere are rea racerds o display.

i Hani 13 minules aga &

Site Visits (. Frad
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Add Case Collaborators (cont.)

1. Enter the collaborator’s name and email address.
2. Select the “Access Level” that is appropriate for the collaborator.
3. Click on “Submit.”

[ Creale

General

Collaborator’s First Mame

Collaborator's Last Mame
5'._".-'\. U

Collaboratars Emall

M1 *®

Access Level ®

Optional

¥l Send Imvitation Email

3. =
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Send a Comment to the CTAP Team

The requester or collaborators with owner or editor access will be able to
send a portal comment. To send a comment, navigate to the
Communication section of the case and click on “New Comment.”

Create a new message to the entire CTAP team. The message is sent to
the team where it can be viewed and action taken, if necessary.

e W &,




Indiana Department of Environmental Management

Protecting Hoosiers and Our Environment Since 1986 A State that Works

For Assistance with the CTAP System or
Access Indiana

If you have questions about the CTAP Form, Access Indiana,
connecting to the portal—click on “Support” and “Contact Us.”

'lNgﬂ Department of Environmental Management # | Support ~ | Sign in

Home > CTAP __—' Contact Us

C T AR

Compliance and Technical
Assistance Program

Indiana Department of Enviranmental Management

By entering information into this portal, you are requesting confidential regulatory and technical assistance from the IDEM Compliance and Technical Assistance Program as indicated in Indianza
Code 13-28. It is understood that such assistance will be held in confidence as required by Indiana Code 13-28-3-4,

To file a complaint, please call the IDEM Complaint Coordinator at 800-451-6027 Cption 3 or submit online.

To report an environmental emergency, call IDEM's 24-Hour Emergency Spill Line toll free at (888) 233-7745 or (317) 233-7745.



Indiana Department of Environmental Management ﬂ

Protecting Hoo nd Our Environment Since 1986

For Assistance W|th the CTAP System and Access

Indiana (cont.)
Fill in the form and click on “Submit.” A CTAP team member will
assist you.

Please note: This is not where you submit requests for CTAP services!
This is where you request assistance with technical issues related to

the CTAP System or Access Indiana.

'INQO_V Departrient of Environmental Management

ASK A QUESTION TO SUPPORT

2 Ea
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How Existing A Indi U Log |

1. Existing users should go to the Access Indiana website.

2. Click on “Login with access INDIANA” in the upper right.

FAQ & Help

[ —access —]3

INDIANA

A SINGLE LOGIN & PASSWORD FOR YOUR INDIANA
SERVICES

Access Indiana is a portal that allows citizens to use one login and one password (single sign-on) to access multiple services from the
Crate of

The login is a safe and secure way to easily sign-in to a variety of applications, There will be a growing catalog of services that use

s
Access Indiana as the login,

Access Indiana is a streamlined and simplified way for dtizens to interact with state government.
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How Existing Access Indiana Users Log In

3. Enter your email address.

4. Click on “Continue.”

a Access Indiana X -+
& C @& accessingov
i Apps

' IN.gov a8 I_Naglzﬁsﬁx | Access Indiana - Portal

B —access—1J
INDIANA
Welcome to Access Indiana

The State of Indiana's Single Sign-On Portal
Conduct business with ease and security

Don't have an account?

Getting Started Available Services FAQ & Help

=] Sign In with Access Indiana

n ave an Accesc Indiana account?
Don't have an Access Indiana account?
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How Existing Access Indiana Users Log In

5. Enter your password.
6. Click on “Sign In.”

If you forgot your password, click on "Reset Your Access Indiana
Password” and follow the instructions provided.

& C @ accessingov w* O :

'INQQ\_I I8 Wﬁfﬁﬁi Access Indiana - Portal About Getting Started Available Services FAQ & Help

=) Sign In with Access Indiana
Don't have an Access Indiana account?

a —access — |
INDIANA
Welcome to Access Indiana

The State of Indiana's Single Sign-On Portal
Conduct business with ease and security

ATTENTION: Your password is the key to your Access Indiana accoun
Don't have an account?




